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G vilian Personnel
Sick Leave and Ot her Leave for Medical and Fam |y Concerns

Local supplenentation of this panphlet is permtted for

i npl ementation of individual commander's policies and procedures.
Four copies of supplenents will be furnished to Commander, U S. Arny
Engi neer Division;, Geat Lakes and Chio River; ATTN. CELRD OR HR
P. O Box 1159; Cincinnati, OH 45201-1159.

1. Purpose. To comrunicate policies and procedures for granting

| eave under a variety of prograns designed to assist enployees in
bal anci ng work and famly as well as work and health. A summary of
t hese prograns foll ows:

a. Famly Friendly Leave all ows enpl oyees to use specified
anounts of sick |leave to care for famly nenbers or for purposes
related to the death of a famly nmenber. See Appendi x A

b. Enployees may use sick | eave for adoption and specified
anounts of paid |eave in order to serve as a bone marrow or organ
donor. See Appendi x B.

c. The Famly and Medi cal Leave Act established the
entitlenent for covered Federal enployees to use a total of 12
adm ni strati ve workweeks of unpaid | eave during any 12-nonth period
for specific health and famly issues. See Appendi x C.

d. The Voluntary Leave Transfer Program allows the unused
accrued annual |eave of one enployee to be transferred for use by
anot her enpl oyee who needs such | eave because of a nedi cal

*Thi s panphl et supersedes CEORDP 690-1-10, 22 February 1995.
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energency (including a famly nenber's nedi cal energency), which
Wil result in a substantial |oss of inconme to the enpl oyee because
of the unavailability of paid | eave. See Appendi x D.

Enpl oyees at CELRD activities participating in a Voluntary Leave
Bank program are al so covered by the provisions of CELRD Panphl et
690-1-9, Voluntary Leave Bank Program which allows the unused
accrued annual |eave of one enployee to be contributed to a | eave
bank for use by a | eave bank nenber who needs such | eave because of
a nedi cal energency, (including a famly nenber's nedical

ener gency).

2. Gener al .

a. Many situations leading to the need for sick | eave and
other leave for nedical and famly concerns are unplanned and may
requi re that the enpl oyee devote his/her entire attention to getting
well or coping with a famly nenber's illness or death. Regardl ess
of the severity of the circunstances, however, the enployee is
responsi ble for follow ng established procedures (or ensuring that
soneone does so on his/her behalf, as appropriate) to provide
notification of the need for |eave and to obtain approval for the
use of | eave as required.

b. This panphl et provides the requirenents for requesting
approval for various types of |eave; describes those situations for
whi ch advance approval is required, those that require notification
of the need for |eave (subject to further restriction by the
enpl oyer), those for which the enpl oyee may i nvoke entitlenent; and
the requirenments for invoking entitlenent including advance notice
requi renents. Local activity policy and procedures established by
i ndi vi dual supervisors will be followed in providing notice and
requesting approval .

c. The personal nature of the circunstances necessitating
| eave may create wdely varied patterns of | eave use. An enpl oyee
could potentially use a nunber of different types of |eave for the
sane nedi cal problem As an exanple, an enpl oyee could use sick and
annual | eave for his/her own nmedical enmergency or that of a famly
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menber, that could invoke entitlement to Fam |y and Medi cal Leave,
and subsequently request to becone a | eave recipient under the

Vol untary Leave Transfer Program for absence covered by Famly and
Medi cal Leave. |f the enpl oyee needed additional |eave at the
expiration of Famly and Medi cal Leave, he/she could request it. |If
approved for additional |eave, the enployee could continue receiving
| eave donations under the Voluntary Leave Transfer Program (subject
to meeting requirenents for that program

3. Applicability. Except as noted for the Fam |y and Medical Leave
Act, provisions of this panphlet apply to all civilian enpl oyees of
the Great Lakes and Chio River Division. Famly and Medical Leave
Act provisions described in this panphlet apply to civilian

enpl oyees of the Great Lakes and Chio River Division who have
conpleted 12 nonths of creditable civilian service as defined in
Appendi x C.  Certain other enployees (i.e., enployees serving under
an intermttent appointnent or tenporary appointnment with a tine
limtation of one year or less, part tinme enpl oyees who do not have
an established regular tour of duty during the adm nistrative work
week, and Executive Schedul e enpl oyees) are covered by separate
provisions of the Fam |y and Medical Leave Act. These enpl oyees
shoul d contact the servicing CPAC Human Resources O fice for

i nformati on about their entitlenents.

4. Ref er ences.

a. Title Il of the Famly and Medi cal Leave Act, Public Law
103- 3.

b. Title 5, US. C
c. 5CFR, Parts 630 and 890.

5. Use of Sick Leave.

Subject to the limtations on the anmount of |eave which may be used
for famly care or bereavenent (see Appendix A), sick leave will be
granted to an enpl oyee when t he enpl oyee:
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a. Receives nedical, dental, or optical exam nation or
treat ment;

b. |Is incapacitated for the performance of duties by physical
or nmental illness, injury, pregnancy, or childbirth;

c. Provides care for a famly nmenber as a result of physica
or nental illness; injury; pregnancy; childbirth; or nedical,
dental, or optical exam nation or treatnent;

d. Makes arrangenents necessitated by the death of a famly
menber or attends the funeral of a famly nenber;

e. Wuld jeopardize the health of others by his or her
presence on the job because of exposure to a comruni cabl e di sease
(as determned by the health authorities having jurisdiction or by a
health care provider); or

f. Miust be absent fromduty for purposes relating to the
adoption of a child, including appointnents with adopti on agenci es,
soci al workers, and attorneys; court proceedings; required travel;
and any other activities necessary to allow the adoption to proceed.

6. Sick Leave Accrual and Accumul ati on.

a. Full-time enployees earn sick | eave at the rate of one-half
day for each full biweekly pay period. Part-tine enployees earn 1
hour for each 20 hours in a pay status.

b. A maxi mum of 30 days sick | eave may be advanced for serious
disability or ailnment when required by the exigencies of the
situation. An enployee serving under a limted appoi ntnment or one
which will be termnated on a specified date nay be advanced up to
the total anobunt of sick | eave the enpl oyee woul d otherw se earn
during the term of the appointnent.

7. Recredit of Sick Leave.

a. \Wen an enpl oyee transfers between positions subject to the
| eave provisions of Title 5, the agency fromwhich the enpl oyee
transfers shall certify his or her sick | eave account to the new
enpl oyi ng agency for credit or charge.
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b. Except for reenployed annuitants, an enpl oyee who has had a
break in service is entitled to a recredit of sick | eave (w thout
regard to the date of his or her separation), if he or she returns
to Federal enploynent on or after 2 Decenber 1994, unless the sick
| eave was forfeited upon reenploynent in the Federal Governnment
before 2 Decenber 1994.

8. Requests for Sick Leave. Local requirenents (including any
requirenent for submtting a witten request) and tinme limts wll
be followed in requesting approval for |eave whether the absence
results fromthe enployee's illness or that of a famly nenber.

Enmpl oyees will request advance approval for sick |eave for the

pur poses of receiving nedical, dental, or optical exam nation or
treatnment and, to the extent possible, for the purposes of caring
for a famly nenber, for |eave associated with the death of a famly
menber, and for adoption.

9. Supporting Evidence. Sick leave will be granted only when
supported by evidence adm nistratively acceptable to the enpl oyer.
Regardl ess of the duration of the absence, the enpl oyer may consi der
an enpl oyee's certification as to the reason for his or her absence
as evidence admnistratively acceptable. However, for an absence in
excess of 3 workdays, or for a | esser period when determ ned
necessary by the enployer, a nedical certificate or other

adm ni stratively acceptable evidence may be required to substantiate
the reason for an absence for any purpose for which sick | eave may
be approved. Local policies will govern the requirenents for

subm ssi on of evidence.

10. Use of Sick Leave During Annual Leave or in Conjunction with
EligibiTity for Donated Leave.

a. Subject to the provisions of paragraph 5 above, the
enpl oyer may grant sick | eave during a period of annual | eave for
any purpose for which sick | eave may be approved.

b. If an enployee desires to becone a | eave recipient under
the voluntary | eave transfer program (or an established | eave bank
program because of a famly nmenber's nedical energency, the
enpl oyee will be required to use the sick | eave
avai lable for caring for a famly nenber before becom ng eligible
for transferred | eave (or leave froma | eave bank). This
requi renent applies to any application to be a | eave recipient
approved on or after 2 Decenber 1994.
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11. Use of Sick Leave Wiile Using Fam |y and Medical Leave. As
described 1 n Appendix C, Fam Ty and Medi cal Leave, an enpl oyee mnay
el ect to substitute paid tinme off, including sick |eave, for |eave
wi t hout pay under the FMLA. When FMLA | eave i s being used because
of a famly nenber's illness, enployees nmay use sick | eave
consistent with the limtations for such use.

12. Sick Leave Used in Conputation of Annuity. Sick |eave which is
used Tn the conputation of an enployee’s annuity will be charged
agai nst the enployee’s sick | eave account and nmay not subsequently
be used, transferred, or credited.

FOR THE COMVANDER:

IS/
THOVAS C. SUERMANN
Col onel, Corps of Engineers
Deputy Conmander

8 Appendi ces

APP A -- Sick Leave for Famly
Care and Ber eavenent

APP B -- Sick Leave for Adoption

and Paid Leave for Serving as a
Bone Marrow or Organ Donor

APP C -- Famly and Medical Leave

APP D -- Voluntary Leave Transfer Program

APP E -- Certification of Physician or
Practitioner (Famly and Medi cal
Leave Act of 1993)

APP F -- Leave Donor Request (Voluntary
Leave Transfer Progran

APP G -- Leave Recipient Request (Voluntary
Leave Transfer Progran

APP H -- Criteria for Waiving the Limtation
on Annual Leave Donation
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